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JOB DESCRIPTION

Job Title:



Account Manager
Directorate:



Employer Engagement & Marketing


Reporting To:


Business Development Director
Date JD produced/revised:
January 2018




Post Reference number:

SMT 322
The primary purpose of this job role is to;

Effectively support a portfolio of medium and large employers ensuring excellent relationships are established in line with Cambridge Regional College’s Strategic Growth Plan.
Increase the value (financial and strategic) of the portfolio to the college, and seek to secure new employers.
The primary duties, tasks and responsibilities of this job role are to;

· Be a key contact for employers across own portfolio.
· Develop strong relationships with portfolio of existing employers and work closely with them to identify training needs within their organisation; 

· Work closely with Faculties to develop programmes that meet the needs of the employers..
· Advise employers of the range of products and services available and sell appropriately.
· Proactively promote the range of opportunities available to existing employers. 

· Generate new business from account portfolio to include apprenticeships and other forms of training.
· Strong communication with Sales Executives, Apprenticeship Co-ordinators and delivery staff to ensure a smooth journey for employers and learners.

· To work closely with and develop good working relationships with Faculties and wider team to ensure employers receive an excellent service. 

· Write/create and deliver tailored presentations to existing employers.  
· Attend business fairs and college open days to actively promote apprenticeships.
· Provide information, advice and guidance to employers and employees to ensure they are recruited onto the appropriate course. 
· Develop in-depth knowledge of the product/qualification range and services offered to employers and employees.
· To maintain accounts ensuring repeat business and introductions to new opportunities from employer supply chain and contacts.

· Use fee guides and CRC costing model to quote costs to employers for any training requested.
· 
· Complete and periodically update Business Needs Analysis for employers on account portfolio.
· Ensure all employer engagement is tracked within the CRM system and all Management Information Systems are contributed to.
· Ensure pipeline starts and learners are logged using appropriate systems e.g. PICS. 

· Carry out Health and Safety Pre-Placement checks and draw up relevant action plan prior to commencement of the programme.
· To actively promote Cambridge Regional College as the first choice for training and education in Cambridgeshire to employers, schools, careers services, young people and other external agencies.
· Seek feedback from employers on the service provided in order to make continuous improvements.

· Gather case studies from employers of best practice and exceptional service.
Other Duties
· To actively advance equality of opportunity and foster good relations within the College community.

· To adhere to College equal opportunities policies, procedures and practices.
 

· You are liable to undertake such other duties as may reasonably be required of you commensurate with your grade at your initial place of work or at any other College site.

The resource management responsibilities of this role are;

Financial:


Portfolio income and starts targets
People Management:
Nil
Other:



Quality sales.
Special conditions or working arrangements applicable to this role are;

This post is defined as regulated activity. The postholder is required to hold an enhanced DBS disclosure check deemed acceptable to the College.
The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.


	Terms and Conditions


	Details

	Salary Scale


	APT&C Scale 6

	Salary: (to be pro rated if part-time)


	£23,282 - £24,847 p.a.



	Superannuation Scheme:


	LGPS

	Number of hours to be worked per week


	37 hours per week

	Full year or term time only contract


	Full Year

	Contract type


	Permanent

	Annual Leave Entitlement 


	25 days


EMPLOYEE PROFILE

Post:  Account Manager
	ATTRIBUTES
	ESSENTIAL

ATTRIBUTES CANDIDATES MUST HAVE ON ENTERING THE ROLE


	ADDITIONAL

KEY ATTRIBUTES ALREADY HELD OR TO BE DEVELOPED TO PERFORM  THE ROLE
	ASSESSMENT METHOD

e.g., application form, interview, tests



	Qualifications
	Educated to at least A level standard or equivalent. 

Formal training and

experience in sales, marketing or business development



	NVQ Customer Service L3 or equivalent

NVQ L3 in Sales or equivalent

Information, Advice & Guidance L3 Certificate

IOSH Managing Safely or willingness to obtain.


	Application form

Certificates

	Related 

Experience
	Experience of customer relationship management

Experience in Business Development and/or Account Management

	Experience of working in an FE, education or training environment.
Face to face and telephone sales experience, preferably in a business to business environment

	Application form

Interview

	Special Circumstances


	Willing to use own transport to visit learners and employers’ workplaces and occasionally to work outside normal working hours

	
	

	Knowledge, skills and abilities
	Sales experience in a target oriented environment, in particular: closing skills.
Proven ability to deliver agreed targets, target driven.
Able to meet deadlines – self-starter.
Upselling skills/Cross selling.
Excellent oral and written communication skills 

Understanding of Health & Safety and risk assessment in the workplace.
Diplomatic but assertive.
Competent presentation skills.
Ability to work as part of a team and on own initiative.
Communication & Numeracy skills.
Computer literate

Attention to detail.

	Knowledge of SFA funded learning.

Knowledge of education and training qualifications such as Apprenticeships.

Knowledge of training needs of commercial and public sector organisations

Persuasive telephone manner


	Application form

Interview

References

	Disposition and approach
	Enthusiastic, hardworking, well organised and able to prioritise. 

Able to work with others, and be
willing to contribute to a team.
Professional appearance and able to produce high standards of work.
To promote and safeguard the welfare of children and vulnerable Adults. 

Commitment to equality & diversity 


	
	Interview

References




